
How to apply 
online through 

USA JOBS 



Go to www.ne.ng.mil website 
 
Scroll down on right-hand side to “OPPORTUNITIES” 

http://www.ne.ng.mil/


Click here 



This page has all full time vacancy announcements including 
Technician, AGR, and ADOS.  Scroll down to the job you want 
to apply for. 



If you are interested in a position, you can click on the 
hyper-link on the left or the right side of the screen. 



If you clicked on the link on left side of the previous screen 
you will come to this page. Click on the hyperlink to USA 
JOBS. 
If you clicked on the link on the right side of the previous 
screen you will bypass this screen and go directly to USA 
JOBS.    



Now you can see the vacancy announcement. You can scroll 
down and find what the requirements are to qualify for the 
position. Pay close attention to the general and specialized 
experience.  



After reviewing the 
vacancy announcement 
you decide you want to 
apply. 
 
Click on “Apply Online” 



Sign in to USA 
JOBS. If you 
don’t have an 
account, then 
you must 
create one. 



It should take you directly to this page. Here you can build 
a resume if you want, select from a resume you have built 
previously, or upload a resume . 

Take note of which job you 
are applying for. 





Resume Tips 
• You can use the resume builder or create your own 

resume, both are acceptable. 

• Make sure the dates of experience are month and year. 

• Include both full time experience and M-day drill 
experience. 

• Be exact when discussing what you have done: 

– Do not say “I worked on vehicles.”  

– Do say what you have done on the vehicles: “I have 
rebuilt engines, replaced heat-pumps, cooling 
systems…” 

– Do not give bullet statements 

  

 



Resume Tips cont. 

• Make sure your resume reflects what you answer on 
your questionnaire (to be answered in Application 
Manager).  

• If you say you have 24 months of experience in the 
questionnaire, then show 24 months of experience in 
your resume. 



After either 
uploading your 
resume or 
building one on 
USA JOBS, you 
must select that 
resume, verify 
that you are 
giving factual 
information and 
then click on 
“Apply for this 
position now!” 



You will be redirected to Application Manager. Do not 
stop here, you haven’t applied yet! 



Application Manager Tips 
• Answer all questions! 

• If it is a multi-grade position, select the “lowest grade” 
you are willing to take. 

• Be truthful! 

– Answer questions regarding Area of Consideration, 
current military grade, etc. 

• Consider uploading a transcript if you have one 

• Click on “Submit My Answers” 

• You can review what you have done anytime 

• You can make changes any time before the job closes 

 



After you upload a document, it takes some time to be virus 
scanned. You can check back a few hours later to make sure 
it is there. 



You must submit your answers, if you do not, you haven’t 
applied. 



After submitting your answers, you will receive this 
confirmation. You will also receive a confirmation email. Both 
documents state that only submitting answers does not 
complete the application package. However, if you did submit 
a resume,  don’t worry, it should still be there. You can check 
back later to make sure after the virus scan. 



Verifying your application is processed 

• You have finished applying for the job 

• If you want to make sure your application has been 
received, return to USA JOBS and check “Application 
Status” 

• After that, go to Application Manager to check the 
documents you filled out and uploaded 

• If you make changes to your resume, you can upload 
it again to Application Manager 

 



Now verify your application went through. Notice it says 
application received. Click on the hyperlink “more 
information..” it will redirect to Application Manager and you 
can see exactly what you’ve done. 



In application 
manager, it 
says 
application is 
complete. 
 

You can 
change your 
answers on 
your 
questionnaire. 
You can also 
upload more 
documents. 

Scroll down and you can see more details. 



The 
assessment 
questionnaire 
is complete. 
 
The resume 
has been 
processed. 
 
 
 
 
The application 
is complete. 



• Congratulations! You have applied for the job. 

 

• What happens next??? 



• All jobs close at 11:59 p.m. Eastern Standard Time.  

 

• After the job closes, the USA JOBS faxing center has 
48 hours to process any documents applicants may 
have submitted by fax. 

 

• The staffing office will check periodically to see when 
the faxing center is “up-to-date.” 

 

• Once the faxing center is “up-to-date” for the day 
which the job closed, the staffing office will begin to 
print and review all application packages. 



• After reviewing all applications, the staffing office 
will issue a certificate of eligibles to the selecting 
supervisor. 

 

• The day after the supervisor picks up the certificate 
of eligibles, the staffing office will send letters to 
non-qualified applicants. 

 

•  The supervisor will contact qualified applicants to 
set up an interview. 



Questions? 

Denise Anderson at 402-309-8177  
or  

denise.l.anderson12.mil@mail.mil 

Jessica Pan at 402-309-8182  
or  

jessica.k.pan.mil@mail.mil 


